INSTRUCTIONS ON HOW TO GAIN ACCESS TO CCPC

This document will give you instructions on how to gain access to the Child
Care Provider Information (CCPC) web system.
Make sure that you follow the instructions carefully to prevent errors.

Step by step instructions:

1. Log onto https://www.dwd.state.wi.us/desccpc/ by typing in an address on your
internet browser. The following page will display:
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Wisconsin Department of Workforce Development

Child Care Provider Certification {CCPC)

For Login Problems, call the Department of Workforce Development (DWD)
Service Desk at (608) 266-7252 Regular hours are Monday - Friday 6:00 am -
6:30 pm
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2. On this page, click on “Request Access”. The following page will display:


https://www.dwd.state.wi.us/desccpc/
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Please follow the instructions below to obtain access to CCPC

« New User

1. ¥ou must have a DWD/Wisconsin Logon and password. If you have not yet created a DWD/\Wisconsin
Logon, you will need to do so now. Click here to obtain a DWD/Wisconsin Logon,

2. Click on DWSW-13358 to access Child Care Web Applications Access Request form.

3. Complete this form accurately. Make sure that you read the directions carefully and supply all the
required information.

4. Your supervisor must sign the form. Submit the completed DWSW-13358 form to the Child Care
Coordinator at your local child care agency.

5. ¥our DWSW-13358 form will be processed through local and state security officers. DWS Security will
contact you when your access is granted. If you have provided correct e-mail address on the
‘account creation’ page, they will e-mail you to notify that the access has been granted.

» Current users whose access has been reset by security
Contact DWS Security Help Desk at {608) 261-6827,

» Note: CCPC is a secure site. Following are confidentiality guidelines that all registered users must follow:
1. Only staff with a User ID and security access to CCPC should be viewing information on CCPG.
Each staff member authorized to use CCPC should have his/her own User ID with security.
2. Registered users should not share a User ID/Password with unregistered users. Remember
that you are responsible for keeping your User ID and Password secure from those who do not have
access to CCPC.
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Click on ‘here’ link to access the Account Management screen.

3.

Click on the “Self Registration” link under the
heading ‘SIGN UP FOR YOUR DWD/WISCONSIN LOGON’


https://www.dwd.state.wi.us/accountmanagement/default.aspx?appLink=/DESCCPC/PrivilegedContent.asp&appLinkText=CCPC
https://www.dwd.state.wi.us/accountmanagement/default.aspx?appLink=/DESCCPC/PrivilegedContent.asp&appLinkText=CCPC
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DWD/Wisconsin Logon Management System

11 Self Reqistration
The DWD/Wisconsin Logon Management System allows authorized individuals to i1 Profile Management
access many DWD Internet applications using a single ID and password. YWhen
access to information ar services is restricted to protect your privacy or the privacy
of others, you will be asked to provide your DWD/Wisconsin Logon and Management
password, Your DWD/Wisconsin Logon and password verifies your identity so that we | i Mser Acceptance
can provide you with access to your information and services and prevent access by | Agreement
unauthorized individuals.

: Password

User Acceptance Agreement

Please note that only certain types of information will be stored in your user profile, as described in the User
Acceptance Agreement. Your user profile will never contain records such as driving history, tax infarmation,
unermployment compensation, vehicle registrations or prison records.

Sign Up for your DWD/Wisconsin Logon
Self Registration ({Reguest a DWD/Wisconsin Logon and Password.)

Self Registration allows you to create your personal DWD/Wisconsin Logon. This is your key to doing secure
business with DWD over the Internet.

Change / Update Your Information

Profile Management allows you to change your account information, e-mail address and other information.

Change Your Password

Password Management allows you to change your password.

Forgot Your User ID or Password?

Logon ID/Password Recovery allows you to recover a forgotten DWD/AWisconsin Logon and/or Password.
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The Self Registration page will display. Read all the information on the page,
including the User Acceptance Agreement in the scroll down box. After you have
read the Agreement and agree to the terms for using CCPC, click on ACCEPT to
continue. NOTE: If you do not agree to the terms, click on DECLINE. In that
case, you will not be able to use CCPC.
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Self Registration

: Self Hegistration

Welcome to the DWD/Wisconsin Logon  self registration process. Self Registration it Profile Managemeant
allows you to create your personal DWD/ \Wisconsin Logon. This is your key to doing | Password

secure business with the Department of Waorkforce Development over the Internet. Wanagermant
Managerment

i User Acceptance

Requesting a DWD/Wisconsin Logon and Password Anreernent

You will submit your contact information. Once autharized you will see a confirmation.
Starting the Self Registration Process

Tao begin, you must read the Lser Acceptance Agreement below and click Accept at the bottom of the page
to agree to the terms of the usage policy. If you do not agree to the terms, click Decline.

User Acceptance Agreement

DWD/ WISCONSIN LOGON MAMNAGEMENT SYSTEM USER ACCEFTANCE AGREEMENT ﬂ

INTRODUTCTION

Many 3tate agencies provide informwmation and services by the ;l

Erinter Friendly Yersion

Accept Decline
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4. After accepting the user acceptance agreement, the Account Creation page
will display. Fill in your personal information under Profile Information. Make
sure you enter your email address accurately. You will be notified by email
once your access has been approved. Under Account Information, create a
Logon (user) ID that is easy for you to remember. Note: If you have a
CARES ID, you must use it for CCPC. Create a password and enter it twice.
In the section titled Logon ID / Password Recovery, enter a secret question
and answer. This may be used by help desk staff to identify you if you need a
password reset, so select a question to which you will always remember the
answer if asked. For example, the question might ask the name of your first
dog. Atthe bottom left of the page you will see a number. Type it in the box
to the bottom right of the page. When you have entered all information on the
page, click on SUBMIT.
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Account Creation
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Profile Information

First Name | 3
Middle Initial

Last Name 3
Suffix =l

E-Mail address iz strongly encouraged so we can contack you in case of problerns or changes,

E-Mail

ig, 6085551234
I ext. |

Mailing Address
Street address

City

State/Province j

Zip Code =

Account Information

Your Logon ID must be between 5-20 characters and CAN be a combination of letters and
numbers. Your Logon ID must not contain spaces or special characters.

Logaon 1D || &

Your Password must be 7-20 characters long and MUST contain 8 combination of letters and
either numbers or special characters (except the @ sign). Passwaords are case sensitive.
Your Password cannot contain the Logon ID.

Password Tips

Password I &
Re-enter I ®
Password

Logon ID/Password Recovery

Enter a question and answer for use if you forget your DWD/Wisconsin Logon ID ar
Password, Your Secret Question and Secret Answer cannot contain your password,
Secret Question and Answer Tips

Secret I s
Question

Secret answer || tud
Verification

This step helps prevent automated registrations.
If you cannot see the number below click here,
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Submit | Reset |
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5. After submitting the Account Creation page, the Account Confirmation page
will display. This tells you that you have been successful in creating an
account. Click on RETURN TO CCPC at the top or bottom of the page to
continue.
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Account Creation

Your DWD/AYisconsin Logon profile was successfully created. =
= return to CCPC

= make changes to wour logon information

= return to DWDAYisconsin Logon Menu

= DWD Hormepage
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The following page will display:
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Please follow the instructions below to obtain access to CCPC

« New User

1. ¥ou must have a DWD/Wisconsin Logon and password. If you have not yet created a DWD/\Wisconsin
Logon, you will need to do so now. Click here to obtain a DWD/Wisconsin Logon,

2. Click on DWSW-13358 to access Child Care Web Applications Access Request form.

3. Complete this form accurately. Make sure that you read the directions carefully and supply all the
required information.

4. Your supervisor must sign the form. Submit the completed DWSW-13358 form to the Child Care
Coordinator at your local child care agency.

5. ¥our DWSW-13358 form will be processed through local and state security officers. DWS Security will
contact you when your access is granted. If you have provided correct e-mail address on the
‘account creation’ page, they will e-mail you to notify that the access has been granted.

» Current users whose access has been reset by security
Contact DWS Security Help Desk at {608) 261-6827,

» Note: CCPC is a secure site. Following are confidentiality guidelines that all registered users must follow:
1. Only staff with a User ID and security access to CCPC should be viewing information on CCPC.
Each staff member authorized to use CCPC should have his/her own User ID with security.
2. Registered users should not share a User ID/Password with unregistered users. Remember
that you are responsible for keeping your User ID and Password secure from those who do not have
access to CCPC,
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1. Click on the DWS-13358 link to access ‘Child Care Web Applications

Access Request’ form. Print the form, complete it carefully, sign it and fax it to the
child care coordinator in your county. List of child care coordinators by county
can be found at:
http://www.dwd.state.wi.us/dws/programs/childcare/wishares/pdf/coordinator_rpt.pdf. The child care
coordinator will forward the form to the state for approval. Once your access has
been approved, you will receive an email confirming the approval of the access.

2. Once your access has been approved, log onto https://www.dwd.state.wi.us/desccpc/
to access the system. Mark this page under your Favorites or bookmarks.

¢ Help Desk contacts: If you have problems completing the screens or you
need a password reset, call the DWD Service Desk at 608-266-7252 between
the hours of 6:00 AM and 6:00 PM Monday through Friday. If you call
outside that timeframe, your call will be answered, but you will not receive
immediate assistance. A message will be referred to Service Desk staff, who
will respond on the next business day.


http://www.dwd.state.wi.us/dws/programs/childcare/wishares/pdf/coordinator_rpt.pdf
https://www.dwd.state.wi.us/desccpc/

